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RECORDS & .01 Lmmg DIVISION
GoiicliAL baiVies OFFICE
Acting Management Officer, MIS 4 March 195k

Office of the Comptroller
Chief, Records Manageuwent Branch

Weekly Report - Week ending 3 March 1954

SUMMARY OF PROJECTS

Weekly Report - Week ending 24 February 1954 Projects in Process M7

This Week: Projects in Process 49
Added during week: 2
Completed during week: O
Change el

PROJECTS ADDED DURING WEEK

Review of Records Management Program, Logistics Office

Due to major organizational and functional changes, the Area Records
Officer for the Logistics Office has requested assistance in review-
ing the records management prograw which was installed in Jenusry
1953 by the Records Manapgement and Distribution Branch, General Ser-
vices Office.

Request frowm OCD for the Acquisition of Certain Records from the
Becuritles and Exchange Commission

One of the functions of the records management progrem is to provide
for the inter-Agency transfer of files and records as provided for
under Title 3 of GSA Regulations, Part 3, Section 301. Attached is
a copy of the request.

COMMENTS OF PROJECTS IN PROCESS

Project 4.76 - Records Management Survey, Mediesl Office

Arrangements have been made for a meeting with the Medicsl Office
on % March 1954 to include reports and correspondence managewent
phases of the records management program.

Project 4-T7 - Records Management Survey, COfflce of Scientific
Inteiligence

Activity on this project has been delaye? until special clearance
has been recelved for the analyst assigned to the project.
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Project 4-78 - Records Menagement Survey, Office of General Counsel

4 detalled file plen for the records of the General Counsel has been
developed and will be discussed with st his convenlence. 25%1
Bimilar plens are in process of development Tor the Leglislative

Counf@l and the Operationsl Support Group.

project 4-79 - Records Manapgement Survey, FBID

The reporis and correspondence management pPrograms were discussel

with the Chief, FBID, on 25 February. Explanatory wateriel on

reports manazgement was left with [for his review andi 25X1
notification as to when we should proceed with this phase of the
records management program. In the meantime, the installation

pheses of the new riling system are proceeding.

Project 4-80 - Survey of Microfilm Operations

Drafts of proposed formws and an Agency notlce are now reaiy for
discussion with the Chief, MIS.

Project 4-82 - Handbook for the Subject C fication anl Filing
: of LOorrctpongence Hecorads 55X

No activity. Discussion on comments from DD/P have not heen
scheduled.

Project 4-85 - Staniardization 0f 71 Information Reports

Specifications for the PI Information Reporting Sysiem were Aiscussed
with FI/DDP.

Project L-86 - Forms Index

Conversion of Forms Index from manusl to punch card method is approxi-
mately 60% complete.

25X1

ATTACHMERT
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Report of the RECORDS CENTER for the week ending 2 March 1954

The Center was visited by| | 25X1
Staff., He was interested in how much asslstance we

could be in helping him complete dossiers that he

needs for task force projects.

Sixty-three cubic feet of NIS material was received
from DB/RR. This is the original manuscript and con-
tains editors comments, notes, and deletions.

Tentative plans have been completed to cover any move
from this building, and will provide for the supple-
mental distribution being separated from the Records
Center if this is necessary.

25X1 |1

conducting a survey of the Records Center in order
to determine where the operation should be placed
organizationally.

25X1

CONFINENTIAL:
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RECORDS SYSTEMS SECTION 3 March 1954

25X1
At a weeting wit hief, FBID, representatives of
this office diacaLseu‘tnE‘pfﬁgfégs to date of the records manage-
ment survey of his Division and proposed that, at this time
proceed with the reports and correspondence phases. | | 25X1
was very complimentary of the progress to date but hss Bome

reservations with respect to the application of ¢ eports and
correspondence Prograsass. , 25X1

The Security Office has requested reconsideration of the use of
locks on the security desk trays. They are concerned over the
possibility that individuals will lock the boxes and leave them
unattended on their desks regardless of existing security regu-
lations. A further meeting 1s scheduled with the Security Office
to arrive at some agreement on this watter. In the development
stage of this project, a representative of the Security Office
declined to participate on the grounds that such a box would not
eliminate the necessity for complying with existing regulations.

25X1
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Report for week ending 3 March 1954 from
REPORTS AND CORRESPONDENCE MANAGEMENT SECTION

1. Writers' Guides - Work on this project has been discontinued pending
a decision on whether or not our staff will publish the guides as visual
aids. Until this decision is resched we will simply state that our

staff will provide standardes for correcting individual writing weaknesses,

whenever this service is desired.

2. Program Promotion 25X1
a. Foreign Broadcest Information Division - Messars. and
[ [met with | FBID to propose including reports

and correspondence management in the records management survey now
underway in that component. felt that the volume and
nature of his divisipn's cor nce precluded its further improve-

ment by correspondence management. This is possible, but not probable.
However, we did not press the point further. With regard to reports
management, | Toelieved that his division would benefit

from an analysis of its reporting requirements. A copy of the proposed
"Reports Management Program Guide” was furnished. Upon reviewing this
booklet, | | will contact | |to arrange for installing
the program.

b. Medical Office - Acting Administrative
Officer of the Medical OfTIte, and arranged for a meeting 4 March with
Medical Office Division Chiefs. At this meeting we will propose ex-
panding the present records urvey to include reports and
was enthusiastic about the
programs. To Bupplement 4 ropose to provide Division
Chiefs with a flier on correspondence mansgement and a copy of the
proposed "Reports Management Program Guide." :

¢. Progrsm Materiasl - Prepared copy and arranged roi' the reprod-
tion of a ?gier on correspondence management and a digest of the
proposed "Reports Management Progrem Guide."

3. Proposed CIA Position Standards for ‘the Records ement Ser -
Conducted & comprehensive analysils of the series propose

and recommended major c es for its improvement. Discussion of these
disclosed that many of our ideas were

25X

perallel. We eed TS submit our suggestions as a Joint memorandum
1 n

L. Program Regulations - Outlined the separate regulations proposed
for reports and correspondence management.

25X1

25X1

25X1

25X1

Z Management Section ¢
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Report for week ending 3 March 195L frowm
FORMS MANAGEMENT SECTION

Training aids (Vu Graph and 35mm) slides were shown and discussed
in conference 2l February 195L b

ORR/Grapnics. All concerned agreed photogranhic work developed by
the plant was totally unsatisfactory and that all slides would have
to bhe redone, Minor changes are being made in several pieces of art-
work, Original Air Force art work, has been obtained on loan to
assist Printing and Reproduction in preparation of acceptable slides,
T+ will be several weeks before new slides will be completed,

W

25X1|

Carding operation of the forms index is aprroximately-60% complete,
Machine Records Division has been furnished these cards for punche
inge

completed his Watson-Glasser test 2 March ol

Resullse are ©uilll UNKNOWN,

Current requests for approval of forms,

No., of Reguisitions . No. of Copies
New 3 3000
Revised L 3600
Reprints 6 itlelele)
Overprints 6 L600

Total 19 T7200

Comparison of work accomplished January and February 198k,

Total Ne. of Requisitions Total No, of Copies
Jan 5l 75 £81,600
Feb Sl 106 1,208,750
Forms in use beginning of year 953
Forms in use as of 1 March 1954 982
Net increase : 29
25X1
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Report for week ending 3 March 1954 from
AECORDS DISPOSTTION SECTTON

OCD = Library

Arrangemcnts were made to transfer an estimated L0O cu, ft, of
State attache reports to the Records Center, It is anticipated
that a much larger volume of similar material will be transferred
after reference studies have been made,

Logistics

Tn establishing and carrying out an active records scheduling
program, it is necessary to take an annual inventory to measure
effectiveness of the nrogram and to keep the schedules up to date,
Generally, this activity becomes comparatively routine as organiza-
tions and functions experience only minor changes, The Office of
Logistics has experienced major changes in organizations and
functions since the original disposition plan was prepared, Cone
;sequently, more than normal work will be necessary in taking the
annual inventory.which is now in progress, 3L items covering an
estimated 110 linear feet of records have been listed during the
past week,

General Counsel

Q\) .
fxﬁ A detailed file plan for the records of the General Counsel has
been developed and will be discussed with t his conven- 25X1
ience, Similar plans are in process of development for the
Legislative Council and the Operational Support Group.

25X1
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